Conquer job overload.
How can you handle job overload? Think intensively about what you're doing. One of the least recognized facts is that jobs expand, even when managers are actively bent on reducing workloads. Prioritizing tasks--on paper--can help eliminate tasks that clog your day and are enemies of productivity, things that someone else could--and should--be doing. Until you see, in writing, how you spend your time how can you change?